MARYLAND

NEW: 09/09/2014

General Information

{%QGEARS

General Enterprise And Resource Support

Quick Reference Tip Sheet

Task Process Information
. Use a General Ledger journal entry to reclassify a journal that has already been
Creating a GL Journal Entry
posted to the Actuals ledger.
GEARS Navigation

General Ledger > Journals > Journal Entry
> Create/Update Journal Entries

<A

Favorites © Man Menu » General Ledger » Jounals > Joumal Entry » Create/Update Journal Entries

1.0 Process

This document is intended to provide a quick reference to completing standard transactions within GEARS.

STEP ACTION

DETAILS

appropriate information.

Add

b) Be sure the fields are populated with the

c) Clickthe - " button.

1. a) Select the "Add a New Value" Tab. Create/Update Journal Entries

Eind an Existing Value Add a New Value

Business Unit: MDJUD 3

Journal 1D; MEXT

Journal Date: |07/03/2014 [5)

Add

Find an Existing Yalue | Add a New Value
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2.

a)

b)

<)

Enter the desired information into the
Long Description field.

Deselect (turn OFF) the Save Journal
Incomplete Status option.

Click the Lines tab at the top of the page.

Header Lines Totals Errors Approval
Unit: MDJUD Journal ID: NEXT Date: 07/03/2014
<m Description: long description test\ m
*Ledger Group: WQ Adjusting Entry: W
Ledger: ’70‘ Fiscal Year: 2015
*Source: ’r Q Period:
Reference Number: ’7 ADB Date:
Journal Class: ’—Q
Transaction Code: [GENERAL |y Auto Generate Lines
SJE Type: - [] Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Attachments (0 Commitment Control
Reversal: Do Mot Generate Reversal
Entered By: Juliatravis Julia
Entered On:
Last Updated On:
B save [S] Notify s Refresh [E+ Add | UpdateiDisplay
Header | Lines | Tolals | Errors | Approval

a)

b)

d)

Enter your PCA in the SpeedType field.

Press Enter. NOTE: Most of the necessary
chartfields will be populated for you
(Batch Agency, PCA, Fund, Program,
Approp Number).

Enter the following:
e Account
e Approp Year
e  Amount (NOTE: This amount
should be positive)

Click the Insert Lines button

Fa\rc;rrcesE _Menu > GeneraI_Ledger > Jouinats > Jouma_IEntry > Create/Update Journal Entries
Header 'ELEERN ‘ Totals |/ Emors |/ Approval
Unit; MDJUD Journal ID: NEXT Date: 071032014
Template List Change Values
InterntraUnit *Process: Edit Journal - Process
Personalize | Find | Ll | 2
. i L Batch Approp _
Select Line ‘Unit Ledger SpeedType Agy PCA Fund Account  Program Number Approp Yr  Affiliate
1 MOJUD @ ACTUALS 60001 ca5/q, [so001q [0001Q @ [Boos G [w0006Qy Q Q
< 1IL ] 3
Lines to add: QLY

ot
Personalze | Find | view A1 | BV | 3 Frst 1 gor1 1 Lot

Unit Tofal Lines Total Debits Total Credits  Journal Status Budget Status

MDJUD A 0.00 0.00 N N

B swve [Z) Moty | ) Remesn [ Ads| |7 UpdteDispiy

Header | Lines | Totals | Errors | Approval

b)

c)

On the new line, enter the following:
e Account
e  Amount (NOTE: This should be
the same amount, but negative)

Verify that the Process list displays “Edit
Journal”.

Click the Process button.

Favorites - Man Menu > General Ledger > Joumas > Joumal Entry > Create/Update Joumal Entries

Header Totals | Erors | Approval
Unit: MDJUD Journal ID: NEXT Date: 07/03/2014

Template List

InterintraUnit Edit Journal - Process

T

latch Approp Fund

oy PCA Fund Program | PPR AppropYr  Affiliate i Currency K mount gase Cu
1 c2s|Q, [6ooo1q, [ooo1d 090z gy [Boos o [Aooos @, [Avz014@ Q Q [usD 1978 UfD
2 1978 D

c25/Q [60001Qy [0001Q (PMPQ, [Boos (@ [A000s @ [Av2014Qy | Q| |a |uso
‘ [ |

n

Lines to add: ’_1 S|

First Kl 1074 I3 Last

Personalize | Find

unit Total Lines Total Debits Total Credits  Journal Status Budget Status

MDJUD 2 0.00 0.00 N N

B save  |[=] Notify :r‘,; Refresh E.m 4 Update/Display

Header | Lines | Totals | Errors | Approval

Page 2 of 4




Creating a GL Journal Entry

GEARS Quick Reference Tip Sheet

5.

a) Take note of the Journal ID.

b) Click the OK Button

Message

Journal 000005 e d. (5210,6)

a) Select “Post Journal” in the Process list.

b) Click the Process Button.

(Header (ITTERN Tofels ) Erors | Approval |

unit: HDJUD Journal ID: 0000054596 Date: 0710312014 [_IErrors onty
Template List —
“Process: - | Process D E e [0 [ E
personaize | Fing | BV | 7
it fatch Approp Fund
Select Line lay PCA Fund Account  Program (PP AppropYr  Affiiate rer Currency Amount Base Ci
B c2s|@ [Gooo1@ oot [0so2 | [Boos @ [mecve@ [v201s@ [ @ [ @ uso @ 200.00] JusD

2 525/, [60001Cy [oooty [0909 [ [Bo0s @ [Ao00B Y [AV2015Q Q[ @0 10000 USD
]

« [

Lines to add: 1 = @A

Personalize | Find | View A1

Total Debits Total Credits Journal Status

100.00 100.00] v v

Busnes) Fatinr (cimmsesn) (v o] (2D uposemspiy |

Header | Lines | Totals | Emors | Approval

Click the OK button to post the journal.

Are you sure that you want to post this journal? (5010, 45)

CLLOK.D cancel

The journal is now posted.

NOTE: You cannot edit the journal after it has
been posted.

(Header (NN Tofals \( Errors | Approval |

Unit: MDJUD Journal ID: 0000054596 Date: 07/03/2014 [ Errors Only
Template List Search Criteria

*Process: Edit Journal - &‘ HE une m o

=
Porsonalize | Fing | 2 |

Fund

tch Approp .

select Line | PCA Fund  Account Program | PP'OP AppropYr Affiliate At Currency  Amount Base Currency
o p %5 60001 0001 0902 BOOG ADODB  |AY2015 usD 100.00 USD
" %5 60001 0001 0909 BOOB ADODB  AY2015 usD -100.00 USD

r

Unit Total Lines Total Debits

MDJUD 2 100.00 100°8§ P v

ThESES——
Do) (S s Eimion

Header | Lines | Totals | Errors | Approval
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@ Important

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please refer the
appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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